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ABOUT THIS TUTORIAL

This tutorial was developed to take budget staff through the sequential steps developing tracking
estimates and quarterly actual amounts through the Performance Measure Tracking (PMT) system.
This tutorial will not address performance measures for budget or budget version links, as these are not
required for tracking an enacted budget. A separate tutorial will be available for developing
performance measures for budget.

This tutorial can be used in a formal training session, for individual practice, or developing the agency
budget request. Actual values to be entered when using for training or for practice are highlighted or
presented on the accompanying Exercise Slip. If practicing on your own, please use your judgment to
determine values to be used for practice or actual budget work. Each task is preceded by a brief
explanation of the task and its importance in your budget development as well as general business rules.
Specific business rules and recommendations for entering your budget are denoted with a Ll on the
task. Appendix 1 contains a central listing of all the business rules.

Every effort is made to ensure that the PMT tutorial and OFM Allotment Instructions agree in every
way. In case there is a discrepancy, the OFM Allotment Instructions take precedence. The OFM
Allotment Instructions can be found at http://www.ofm.wa.gov/budget/instructions/allotment.htm.
Please complete the Tutorial Evaluation at the back of this tutorial to report any discrepancies found.

Not every feature of PMT will be covered. The PMT Complete System Manual will be made available
to users. That document explains every function of PMT screen by screen and is all-inclusive. It will be
made available on-line in the BASS Library under the PMT reference desk
(http://systems.ofm.wa.gov/basspr/library/pmtes.html or
https://fortress.wa.gov/ofm/systems/basspr/library/pmtes.html) for Fortress users. Full documentation
on all BASS products is available in the BASS Virtual Library available on-line at
http://systems.ofm.wa.gov/basspr/library/default.htm or
https://fortress.wa.gov/ofm/systems/basspr/library/default.htm for Fortress users. The library may also
be accessed by the help links available in all BASS applications.
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Lesson 1 — Propose New Performance Measures

The list of performance measures submitted with the agency budget request may require
change once a budget is enacted and the funding appropriated to support activities is
known. Also, new legislation may create the need to track new measures. The Allotment
Instructions provide for agencies to propose new measures by entering and submitting
through PMT. This lesson will walk you through the process of entering new measures for
proposal.

Open Internet Explorer and enter the login address
http://systems.ofm.wa.gov/basspr/login/login.asp (or
https://fortress.wa.gov/ofm/systems/basspr/login/login.asp for Fortress users) in the address bar
of the browser.

If in a training session, skip this step

Use your login ID and password to log in to BASS. Ifyou do not have a login ID and password,
a security form is included in the back of the tutorial. Follow the instructions on the form.
10500training

training

Select the graph icon for Performance Measure Tracking (PMT) System.

Review the list of performance measures to determine any new measures needed for the ensuing
biennium.

Agency: 105

File Edt View Toolz Reportz Help

Performance Meazure Selection l

Select 5 Perfarmance Measure from the list
Peformance Measure Status Program Fields Locked
1007 Mumber of students traned Approved <UUnassigned: M
1002 Awerage number of approved/publizhed measures per agency Approved <Unazsigned: M
1003 Total number of measures published by OFk Approved <Unazsigned: M
1004 Percentage of decizion packages with linked performance measures Approved <Unazsigned: M
Select a Performance Measure from the list YWergion 2.0.1

5. Select Edit / Add Performance Measure to bring up a blank entry screen.
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Agency: 105

File Edit ‘“iew Toolz Reports Help |

Code Shaort Title [Mon-Publizhed)
W

Performance Measure Detail | Performance Measure Tracking I

Status Type LIt Frogram
IEdit I j I j |<Unassigned> j
Statement of Measure [Published) Footnotes [Fublished)]
= =

Other Motes [Mon-Publizhed)

Enter Detail for the Mew Performance Measure | Yerzion 2.0.0

6. Enter the performance measure detail to describe the new performance measure being proposed.
Code — See exercise slip
Short Title — POG Measures
Status — Not editable (retains status of Edit until released to OFM)
Type — Outcome
Unit — Number
Program — <Unassigned> (Optional field for segregating performance measure by program.
Performance Measure must belong to only one program or it cannot be assigned.)
Statement of Measure — The number of performance measures submitted to, approved, and
published by OFM that support the Priorities of Government Statewide Result Areas.
Footnotes — Does not include measures that are not published.
Other Notes - <leave blank>
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Agency: 105
‘File Edit “iew Toolzs Reportz Help |

Code Short Title [Mon-Publizhed)
1] 4 frioos b ] [POG Measures

Performatce Measure D etall I Performance Measure Tracking I

Status Type it Program

IEdit IDuthme j INumber j |<Unassigned> j

Statement of Measure [Publizhed)] Footnotes [Published)

The number of performance measures submitted to, approved, =] [Measures not phulizhed are not included. =

and published by OFM that support the Priarities of Government
Statewide Result Areas.

Qther Mates [Mon-Published]

| Enter Detail for the Mew Performance Meazure | Wersion 2.0.1

7. Select File / Save Changes from the PMT Menu bar. L4 Note: The performance measure will
be submitted to OFM has a new proposal when performance measure tracking data is released.
This will be covered in Lesson 5 — Data Release to OFM.

8. Repeat for each new proposed measure.
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Lesson 2 — Edit Existing Performance Measures

funding received.

As part of the performance measure review process you may determine that an
element of a performance measure description needs to be adjusted. You will need to
enter estimates in each quarter has appropriate to indicate the level achievable given

1. Select View / Performance Measure Selection from the PMT Menu bar. £4 Note: Notice
that the new measure has a status of “Edit”. This is because the measure has not yet been
submitted to OFM. More on performance measure status in Lesson 3 — Performance Measure

Filter.

File Edit “iew Toolz FReports Help

Performance Measure Selection l

Select a Performance Measure from the list
Peformance Meazure Status Froagram Fields Locked
1007 Mumber of students trained Approved <UUnaszigned: M
1002 Average number of approved,/publizhed meazures per agency Approved ¢Unazsigned: M
1003 Tatal number of measures published by OFk Approved <UUnaszzigned: M
1004 Percentage of decision packages with inked performance measures Spproved ¢Unazsigned: M
1005 POG Measures E dit <UUnaszzigned: M
Select a Performance Measure from the list Wersion 2.0.1

2. Double click to open the measure for
See exercise slip

editing.
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Agency: 105
|Fi|e Edit “iew Toolz Feportz Help |

Code Short Title [Mon-Publizhed)
W oo e m] [Mumber of students tained

Pertarmance tMeasure Detail | Performance Measure Tracking I

Status Tupe Lnit Froagram

IEdil IDutput j INumher j |<Unasxigned> j

Statement of Measure [Published) Footnotes [Published)]

The rumber of studentz completing formal PMT training. =] [Mumber is cumulative. Quarters 1 and 7 are expected to realize =l

an increasze bazed on the business cycle for performance
measures estimating and budget development,

Other Mates [Mon-Published)

| Edit Performance Measure Detail Wergion 2.0.1

Update the descriptive elements as necessary.

Update footnote to explain periodic spikes; “Quarters 1 and 7 are expected to realize an increase
based on the business cycle for performance measures estimating and budget development.”

Select File / Save Changes from the PMT Menu bar.

Repeat for each measure requiring descriptive changes.
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Lesson 3 — Performance Measure Filter

PMT provides the ability to filter performance measures based on program or status. Status
is determined by the system depending on the last action taken on a performance measure
and a measure may have more than one status. The below diagram and narrative explain
the status concept using just one example of status changes. The PMT Filter option allows
you to change the type of measure you are viewing from the default (e.g., view approved
instead of edit to see the last approved copy). This lesson will walk through the filter
options to give you practice with status, program, and the filter.

Approved | Agency Edis

I | Edit Measure
Measure approved measue
7 1 2

F

¥

Edit Meaure

OFM Approves Becomes P Agency Relesses
MeasLre "'5 Pending N 4 heszure
heasune 3

-

. Agency makes a change to an Approved measure.

2. A copy of the Approved measure is made and saved as an Edit copy. There
are now two instances of the performance measure, Approved and Edit.

3. The agency releases the Edit measure to OFM.

4. The Edit measure is updated with a status of Pending. There are still two

copies of the measure, Approved and Pending.

OFM approves the Pending measure.

The Pending measure becomes Approved.

There is now only one copy of the performance measure, Approved.

N o

1. Select View / Performance Measure Selection from the PMT Menu bar.

2. Select View / Set Performance Measure Filter.
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Performance Measure Filter

Approved
Pending

OFk Inactive
Unapproved
Edit

3. Select to view only Unapproved measures.

4. Click OK.

Agency: 105

5. Reselect View / Set Performance Measure Filter.

6. Select Edit and Approved statuses and click OK.
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Agency: 105

File Edit ‘“iew Toolz Fepottz Help

Performance Meazure Selection ]

Select a Perfarmance keasure fram the list
Peformance Measure Status Program Fieldz Locked
1000 Mumber of students trained Edit <Unassigned: M
1002 Average number of approved/published measures per agency Approved <Unaszigned: M
1003 Total number of measures published by OFk Approved <Unassigned: M
1004 Percentage of decizion packages with linked perfarmance measures Approved <Unaszsigned: M
1005 POG Measures Edit <Unassigned: M
Select a Perfformance Measure from the list Yersion 2.0.1

7. Review the list and take note that each measure only appears once although based on the
diagram above there should be two measures for the measure edited in the previous lesson.
LI Note: PMT assumes a hierarchy of how to display measures so you see only one copy
when multiple statuses have been selected in the filter. The filter allows you to establish the
Status you to set the statuses to view by selecting one status at a time.

8. Open the first measure in the list.

Agency: 105

File Edit “iew Toolz Repots Help

Code Short Title [Mon-Published)

%

| ﬂﬂ |Numher of students trained

Performance Measure Detail l Perfarmance Measure Tracking ]
Statuz Type

[rit Program

| | Olutpuat j

Statement of Measure [Published)

|Number j |<L|nassigned> j
Footnotes [Published)

The number of studentz completing formal PMT training. =l [Wumber is cumulative. Quarters 1 and 7 are expected to realize =
an increase bazed on the business cycle for performance
measures estimating and budoet development,

=
Other Motes [Mon-Publizhed)
=
[ =
Record: Saved Succeszsfully Wersion 2.0.1

9. Use the navigation arrows on either side of the performance measure Code to scroll through

your measurcs.
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10. Reselect the View / Set Performance Measure Filter.

11. Select the Program Filter tab. L1 Note: Programs available for selection are defined by
programs in AFRS.

Periommance Measure Fiter |
Status Filter ; Program Filer
) Ok, |
Select the Frograms to display
Included Program = Eamz] |
= <Unazzsigned:> —
- oo Select Al |
I} 020
- o Clear & |
= 040
= a0
= Q&0
= (I
= a0 2

12. Select filter on a single Program and click OK.

Program 010
Mo Performance Measures to Display x|

There are no Performance Measures matching the filker criteria selected. “You may select to add a Perfformance
teasure ar change your filker to view the appropriate measures.

13. Review the resulting screen. L4 Note: You need to either add a performance measure to
match the filter selected or change the filter to continue using this screen.

Agency: 105

File Edit “iew Toolz Reportz Help ‘

Code Short Title [Mon-Publizhed)
S 1 o 11

Ferformance Measure Detail | Performance Measure Tracking I

Status Type Unit Program
Statement of Meazure [Published] Footnotes [Published)
= Ll

Other Mates [Mon-Publizhed)]

[~ I

Mo Performance Measures Available | Wersion 2.0.1

14. Take a few moments to try different combinations of status and program filters and use the
navigation arrows within descriptions.
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Lesson 4 — Entering Biennial Tracking Estimates

Now that you all the performance measures are entered and edited and you have some
practice navigating and using the filter and scroll buttons you are ready to enter quarterly
estimates for the ensuing biennium.

1. Select View / Performance Measure Selection from the PMT Menu bar.
2. Select View / Set Performance Measure Filter from the PMT Menu bar.
3. Set the Status Filter to include Approved and Edit measures. £ Note: Approved

measures will become Edit measures once you enter the tracking estimates. Tracking is not
required for OFM Inactive or Unapproved measures.

Performance Measure Filter

Status Fier | Program Fiter |

Select the Statuses to dizplay Ll
Included Status Capiaal |
] Approved
L1 Pending Select Al |
= OFk Inactive
= Unapproved Clear Al

4. Set the Program Filter to include all programs by clicking the Select All button. £ Note:
You may choose to limit the filter to one program if you have a large number of measures
segregated by program. But for most agencies selecting all programs will allow you to get
all estimates in at one time.

5. Click OK to apply the filter.

6. Double click to open a measure requiring biennial estimates.
See exercise slip

7. Select the Performance Measure Tracking Tab.




Agency: 105
| File Edit “iew Tools Reportz Help ‘
Code Short Title [Mon-Publizhed)
oo v m] [Wumber of students rained
Perfarmance Measure Detall  Performance Meazure Tracking |
Biennium Tracking Amountz (Mumber)
E ztimate | Actual | Date | Comments [Publizhed)
%gg?gg 1 100.00 0.00
G2 130,00 nan
[3 165.00 nan
4 205.00 nan
G5 360.00 nan
[E 405.00 nan
a7 450,00 nan
(R[] 500,00 nan
| Edit Performance Meazure Detail Werzion 2.0.1

8. Select the current biennium from the Biennium box.

9. Enter estimates into the appropriate quarters. £ Note: Date Measured and Comments are
intended for optional use when entering actual performance measures. This will be covered
in Lesson 8 — Enter and Submit Quarterly Actuals.

See picture above for values

10. Select the Next navigation button to move to the next measure.

Save changes? X

@ There are pending changes on this screen. Do you wizh to zave the changes to the Databaze?

Mo | Cancel |

11. Click Yes to save pending changes. L4 Note: While you can navigate between tabs for the
same measure without saving, you are required to save before moving to another measure.
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Agency: 105
|Fi|e Edit Wiew Toolz Reportz Help |

Code Short Title [Mon-Published)

L] | | I‘II:IDE _Plﬂl Iﬂqverage number of approved/publizhed meazures per agency

Performance Measure Detal  Performance Meazure Tracking |

Biennium Tracking Amounts [Mumber)
AL Estimate | Actual | Date | Comments [Published)
S0 3 1 a0 0o
Q2 0o 0o
Q3 4.00 0o
L4 0o 0o
Q5 nan oo
(] 0.a0 oo
Q7 £, 00| ]
(L] 0.aa ]
| Edit Performance Measure Detail Werzion 2.0.1

12. Enter estimates in the appropriate quarters for the next measure.
See picture above for values.

13. Select File / Save Changes and then move on to the next measure.

14. Repeat for each measure.
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Lesson 5 — Data Release to OFM

Once your performance measures are up to date and quarterly estimates have been
entered you are ready to release to OFM. This process will release all measures with a
status of Edit and change the status to Pending indicating OFM will review and approve
or unapproved your proposed Performance Measure changes and estimates.

1. Select File / Exit Performance Measures to return to the BASS Main Menu. £ Note:
Releasing performance measures takes place in the BASS Data Release system. Special security
is required for permission to release performance measure data. Users without this special
permission will not have access.

2. Select the Release Date to OFM icon from the BASS Main Menu.

&

3. Select the PMT tab.

w. Agency: Office of Financial Management |

=TS
PT PMIES-Tracking | BODS | BOS-Cther | CBE ]

- Release Performance Measure Tracking Data to DFM

Inchude: descaptive miormaton and racking amolnlts.

Beleaze Tyoe

I<Eelecl areleaze oolion: ‘:I

4. Select the ‘Release all PMT descriptive and tracking data’ from the Release Type dropdown
box.

5. Click the Release button.
DO NOT RELEASE DATA IN A TRAINING SESSION OR WHEN PRACTICING ON
YOUR OWN.

6. Return to the Main Menu.

7. Select the PMT icon to return to the Performance Measure Tracking system. £LZJ Note: All

performance measures that had a status of Edit now have a status of Pending. Approved
measures retain their status since there were no changes submitted to OFM.
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Lesson 6 — Recall a Released Measure

PMT allows users to update a measure after it has been released as long as the measure
is still in Pending status. This allows you to easily edit a released measure and resubmit.

1. Double click to open the measure requiring change and note the Pending status on the
Performance Measure Detail tab.
See exercise slip

Agency: 106
‘ File Edit “iew Toolz Reportz Help |
Code Short Title [Mon-Published) T;
L] | | I1EIEI2 _I'Iﬂl IA\ferage number of approved/publizhed measzures per agency
Performance Measure Detail  Performance Meazure Tracking I
Biennium Tracking Amounts (Mumber)
Estimate | Actual | Date | Comments [Publizhed)
ggg?gg 1 4.00 0.00
’ 02 0.00 0.00
()] 5.00 0.00
(4 0.00 0.00
G5 0.00 0.00
[E 0.00 0.00
a7 E.00] 0.00
(R 0.00 0.00
| Edit Performance Meazure Detail | Werzion 2.0.1

2. Make required changes to the Detail and Amounts tabs and select File / Save Changes from the
PMT Menu bar.
See picture above for values

3. Select the Performance Measure Detail tab and note that the status now reads Edit. £ Note:
Any change made to any performance measure will result in a status change to Edit.

4. Follow the steps in Lesson 5 — Data Release to OFM to release changes to OFM.



Lesson 7 — Change the Status of an Unapproved Measure

OFM has the ability to unapproved a measure meaning it is not a measure they want to
review or publish or there is a problem with it. It may be the entire measure itself, or it
may be an element of the measure they are unapproving. At the time the analyst
Unapproves a measure you will receive an e-mail alerting you to this fact as well as a
reason. This step will walk through the appropriate actions to take; delete or fix and
resubmit.

1. Return to the Performance Measure Tracking system.
2. Select View / Set Performance Measure Filter from the PMT Menu bar.
3. Set the Status Filter to include only Unapproved measures and click OK to apply.

4. Click once to select a measure that was Unapproved and does not require resubmitting.
See exercise slip

5. Select Edit / Delete Performance Measure from the PMT Menu bar.

Agency: 105
File Edit| Wiew Toolz Feportz Help |
Pert E dit Performance Meazure
i Delete Performance Meazure
5 Add Performance Measure it
Pefarmance Meazure Status Program Fields Locked
1001 Mumber of students rained Approved <Unassigned: M
1002 Average number of approved/publizhed measures per agency Approved <Unazsigned: M
1003 Tatal number of measures published by OFK Approved <Unassigned: M
1004 Percentage of decision packages with inked performance measurez Unapproved <Unazsigned: M
1005 POG Measures Unapproved <lUnazsigned: M
| Select a Performance Measure from the list | Werzion 2.0.1

6. Select File / Save Changes to permanently delete the performance measures. L4 Note: The
measure is not deleted until you save changes.

7. Double click to open a measure that requires update and resubmittal to OFM.
See exercise slip

8. Make changes as required per notice of unapproval and Save changes.
See exercise slip
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Agency: 105

‘ File Edit “iew Toolz Fepottz Help |
Code Shaort Title [Mon-Publizhed)
4] A J1004 _}Iﬂl IF'ercentage of decigion packages with inked performance measures
Performance Measure Detail | Performance Measure Tracking I
Status Tupe 1 ik Frogram
IEdil IEfficienc_l,l j IF'erc:ent j |<Unassigned> j
Statement of Measure [Published)

Footnotez [Fublished)

The percent of agency submitted decision packages that =]

Inhcludes proposed measures that were approved with the = |
include links to approved/publizhed perfformance meazures,

agency budget zubrmittal,

Other Motes [Mon-Publizhed)

| E dit Performance Meazure Detail

| Yerzion 2.0.1

9. Follow the steps in Lesson 5 — Data Release to OFM to release changes to OFM.
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Lesson 8 — Enter and Submit Quarterly Actuals

OFM requires that agencies submit actual performance measure results each quarter
within 30 days of the end of the quarter. This lesson will walk through the entry and
submitted of performance measures actual.

1. Return to the Performance Measure Tracking system. £ Note: The default filter for PMT is
for measure in Approved or Edit status and should meet the need for entering tracking amounts.

2. Double click to open the first measure with actuals to be entered for the reporting quarter.
See exercise slip

3. Select the Performance Measure Tracking tab.

Agency: 105
| File Edit “iew Toolz FReportz Help |
Code Short Title [Mon-Published)
] oo v e [Mumber of students trained
Performance Measure Detal - Performance Measure Tracking |
Biennium Tracking Amounts [Murmber)
Estimate | Actual | D ate | Comments [Published)
ggg?gg 21 100,00 7900 09/30/2005  Owerestimated trairing needs for iniial rollout
’ e 130.00] 000
[3 165.00 oo
(F:3 205.00 oo
G5 3E0.00 oo
(o] 405.00 ]
Q7 450,00 ]
L 500.00 ]
| Edit Performance Measure Detail Werzion 2.0.1

4. Enter the actual amount realized in the appropriate quarter.
See picture for values

5. You may optionally enter a data that the measure was taken. This is especially helpful if the
measure data is not the last day of the quarter. L4 Note: The date of the last quarter measured
will appear on reports when a date is entered.

See picture for values

6. You may optionally enter a comment regarding that quarter’s measure. Comments should be
reserved to record anomalies in data. L4 Note: The comments of the last quarter measured will
appear on reports when a comment is entered.

See picture for values

7. Select File / Save Changes from the PMT Menu bar to save changes.
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8. Click on the right arrow navigation button to move to the next measure for entry.
9. Repeat steps 4 through 8 for each measure to be recorded.
10. Follow the steps in Lesson 5 — Data Release to OFM to release data to OFM. L4 Note: You

can recall a measure to adjust the amounts entered by following the steps in Lesson 6 — Recall a
Released Measure.
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Lesson 9 — Reporting

Performance Progress reports are available for viewing performance measures tracking
and actuals. These reports are available in the Enterprise Reporting (aka Fastrack)

system. This system allows more flexibility in the development of reports and reporting
options. This lesson will explore running reports using Enterprise Reporting.

Very important note regarding reports

Reports use activities as found in Activity Descriptions of BDS. You will need

two things to get proper reporting from the system.

1. You must know the version in BDS that has the most up to date
Activity Descriptions. In most cases this will be the version that the
agency submitted, or will submit, to OFM for the Enacted Recast.
Check BDS or contact your budget staff for this information.

2. Performance measures must be linked to an activity in the BDS
version. If you have BDS access you can make this link yourself as
described in the BDS Basic Budget tutorial on page 15. You will need
to make sure any newly added performance measures get linked to an

activity before running reports.

1. Return to the Performance Measure Tracking (PMT) System. L4 Note: It is not required that
you go to PMT to get performance measure reports. You can go straight to Enterprise Reporting

with your browser and log in as you normally would for Fastrack reports.

Select Reports / Launch Enterprise Reporting from the PMT Menu bar.

Agency: 105

File Edit “iew Toolz FReportz | Help

Launch Enterprise Reporting |
I

Performance Meazure Sele

Select a Performance Measure from the list
Peformance Measure Status Frogram Fields Locked
1000 Mumber of students rained Pending ¢Unazsigned: M
1002 Average number of approved/publizhed measures per agency Pending <lUnazsigned: i
1003 Total number of measures published by OFk Pending ¢Unazsigned: M
1004 Percentage of decizion packages with linked performance meazures Pending <Unazsigned: M
Select a Perffarmance kMeasure fram the list Yersion 2.0.1
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3. Enter your Enterprise Reporting login ID and password on the login screen and login.

} Enterprise Reporting - Logon - Microsoft Internet Explorer

File Edit Miew Favortes Tool:  Help |

g Hanls - oy @ ol | @Search (3] Favarites @Media @ | I%- = e

Address IE http:.-"f"reporting.Dfm.wa.gnv#lngonform_csp?acticj ('{)GD | Links @f-\lpha @f-‘uchives @ Ley @ List Mgmt  **

-

Welcome to Washington State's f7/arprise Reporling

What's New? Help Desk: (360) 664-7791 Contact Support
User's Guide Mew User
Refarences Privacy Notice

Home of the FASTRACK Financial Reports,
TALS Expenditure Authority Reports, and

TVS Performance Report
Lser Mame: |train1I35
FPasswaord: I********
Authentication: IEnterprise j
Log On =l
|&] Done |_|_|_|ﬂ Internet o

4. Select the BASS then PMT folder.
When in training the folder will be BASS / Training / PMT

5. Click on Schedule from the PMTO001 report.

3 Enterprise Reporting - Microsoft Internet E xplorer

File Edt Mew Favortes Tool:  Help |

“ Back » = - @ fal | @Sealch (3] Favorites @Media @ | %- = =

Sddress IE http: /#reporting. ofm.va. gov/available. cap j # Go

search: NN DN 1

L.[3] Favorites 1
L0 BASS = (I Training = £ PMT

Folders

Mo folders PMTOO1 - Performance Progress by Agency, Activity
Schedule | Schedule with Selection Walues | Histary

il | _>I;I
4

|@ |_|_|_|ﬂ Internet
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6. Select the values needed to run your report in the dropdown boxes and when all selections are
made click any of the Add buttons. £ Note: Clicking the Add button next to any field will add
all selections made in this screen to the report parameters.

Budget Period — 2005-07

Agency — 105

Version — TR

Status — PE - Pending

Default values on the remaining selections

-} Enterprise Reporting - Schedule - Microsoft Internet Explorer
Schedule

Schedule |

Budget Period:

MNew value: m ’D‘ddl

Current value: 2005-07

Agency:
Mew value: 5 - Office of Financial Management Add |
Current value: 105

Program:
Mew value: [« |Default values: =] ﬁi'«ddl

Current value: *

Version:
Mew value: TR |Default values: [~ ﬁ‘_fjdl

Current value:

Status:

7. Click Schedule in the upper right hand corner of the screen.
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Enterprize Reporting - History - Microzoft Internet E xplorer

PMTOO1 - Performance Progress by Agency, Activity
Status: |A|I Statusesj User: |train1EIS Date: |AII Go!

Instances: 1
[ Delete || Pause || Resume || Clear &ll || Select all |

¥ Instance Time: Run By: Parameters /Reschedule: Format: Status: Selected:
] e . ; 2005-07; 105; *; TR; OI; 2005-07; ¥; ) ¥, & Crystal .
7/8/2005 2:42:17 PM train10s ResSchedule | ReSchedule with Selection VYalues Report Pending r

8. Wait a few moments and click Refresh, repeat until the report status indicates Success.

9. Click on the Instance Time once the status is Success.
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; Crystal Reports Yiewer - Microzoft Internet Explorer

22 & [manreports] [ & 2z [ B | =] | Bk (100w =] Terystai
ce of F .
PMTO0D1 - Performance Progress by Agency, Activity 105 - Office of Financial Management
As af TR 005 Aanvigy Farsion: TR - Traiming Farsion
Ilaxirrdaze the walue of the state's investments in financial and admirdstrative systems. Streamline business processes
to make it easier for state employees to perform their jobs. Provide easy, timely access to valuable information to
mnprosve decision making and operational effectiveness. Drive an enterprise-wide framewotk that supports the cost
effective delivery of a modert, secure, integrated suite of financial and admdndstrative systems.
A00
The number of students completing formal PMT
training. B [
Biennium Period Actual Yariance B ;-.-f- i
ABO [ e e e
2005407 ith Ot 0o ;J
Fﬂ,] Qtr 450 SDD ................................ ; ;'d ..............................
ith i A5 250 T ST IR
S O 360 BO0 | e e e
"11:h ':!h’ 205 150 - oeeot -:'_'__'-" e e e
rd Ot 165 00 |-
2nd Ofr 130 50
] ] i ifa 2 2
1t O 100 [ 21 ,:aqﬁq Q‘f & sum of § 's‘g’?
"7 mpt_PhTOO1_wrapper; 1 estimate
Sum of
-rpt_Fruﬂ'Dm_wmpperﬂ actual
Number s cumulafive. guarfer.s Tand 7 are expected fo
realize an increase based on fhe busingss ¢ -:Ieﬁr
performance measures esiimating and budgef developmend
Diafe Meqzured: 3T 02005
Comment: Overastimated fraining needs for inifial rollout.
4

10. Review the resulting report.
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Lesson 10 — Export Data

PMT also has the ability to export measures for use in Excel or for importing to an internal
agency system. This lesson will provide basic instruction to exporting. It is the assumption
that someone working with the exported data will understand the advanced functions of
excel for analyzing datasets or importing data into other software or systems.

1. Close all Enterprise Reporting windows and return to PMT.

2. Select Tools / Data Export from the PMT Menu bar.

Agency: 105

File Edit “iew Toolz| Beportz  Help

Select a Performance Measure from the list
FPeformance Measure Status Frogram Fields Locked
1001 Mumber of students hraned Pending ¢Unazsigned: M
1002 Average number of approved/publizhed measures per agency Pending <Unazsighed: M
1003 Total number of measures published by OFk Pending ¢Unazsigned: M
1004 Percentane of decizion packages with linked performance measures Pending <Unazsighed: M
| YWerzion 2.0.1

| Select a Performance kMeasure fram the list

3. Use the Save As box to select a location and name for the exported file and click Save.
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Save As

21

Savein: I Desktop

= ty Documents
LS by Computer

AgencyList
AUTO Upload - HF- Fed:
C100-Training Sample
@ C100-Training Sample
B Daily Report
@ Dema Scrpt
'@ frmn_lszueEntry
@ Members List
E Microsoft Project

2l

File narne: IPMTEHpnrt j Save I
Save as tupe: I*_t:.:t j Cancel |
A
4. Open Excel.
5. Select File / Open.
Open 7] =]
Look in: I Desktop @ v * Tools -
Mame | Size | Type | Modified |
@ My Documents Syskem Folder
Q. Iy Compuker System Folder
Iy Metwork Flaces System Folder
AUTO Upload - HF- Federal Gra. .. QKB Text Document  10f12/2001 11:...
C100-Training Sample 2 KB Text Document  4)26/2002 4:57 PM
. PMTExpork 21 KB Text Document  7/3§2005 3:25 FM
Ej Shortout ko CID 1 KB Shartout 32812001 12:40 PM
File name: I j = Cpen |+

Files of type: IText Files

j Cancel |

6. Change the Files of type to Text Files.

7. Point the Look in: to the directory you saved the export in step 3 and click Open.
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Text Import Wizard - Step 1 of 3

The Text Wizard has determined that vour data is Fixed Width,

If this is correct, choose Mext, or choose the data tvpe that best describes vour data,

riginal data type
Choose the file bvpe that best describes your data:
o

- Characters such as commas or tabs separate each field,

i ~|.=|><e width - Fields are aligned in columns with spaces between each field,

Start import at pow: |1 5‘ File arigin:

Preview of File C:\Dacuments and Settings\WICKIR\De. , \PMTExport, txt,

windows (AHST) =l

EIEIBIEE

Wersion|Wersion Title|fgency|igency Title|Status|PM Code|Title|
| 105 |0ffice of Financial Management |Approwved|l00l |Hunber of
| |105|0ffice of Financial Management | Pending|l00l |[Hunmber of =1
| |105|0ffice of Financial Management |Approved|l00l |[Number of
| 1105 |0ffice of Financial Management | Pending|l00l |Humber of =1

[

r

Cancel | < Back | Mk = I Finish

8. Select the Delimited option on the import screen then Next >.

Text Impornt Wizard - Step 2 of 3

This screen lets vou set the delimiters vour data contains, You can see
how ywour text is affected in the preview below,

elimiters
[ 1ab [ Semicalon [ Comma

[ Treat consecutive delimiters as one

[~ space ¥ Other: ||| Text qualifier: I.. :I-.-

Daka preview

Wersion fersion Title fgency pogency Title it ati
nLos Pffice of Financial Management REppro
Los Pffice of Financial Management [Perndi
Los Pffice of Financial Management Rppro
nos PNffice of Financial Management [Fendi

[

r

Cancel I < Back I Mext = I Einish

9. Uncheck the box next to Tab, check the box for Other then type a | in the blank box. The | is
called a pipe delimiter. The keystroke is Shift - \ above the Enter key.

10. Click Next >.

11. With the first column highlighted, click the shift key and scroll all the way to the right and click

the last column. This should highlight all columns.

12. Select Text. L4 Note: There are three columns you would actually want to have as General.
You may find it easier to import it all as text then change the Budget, Estimate, and Actual

columns to numeric values if needed later.
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Text Import Wizard - Step 3 of 3

This screen lets you select each column and set olurn daka Farmat
the Drata Format, ~ General

‘General converts numeric values to numbers, date | £ dext!
wvalues ko dates, and all remaining walues to kext,
b 4 " Dater MDY T

Advanced, ., |

€ Do not jmport calumn (skipd

rData preview

Cancel < Back Mk = I Finish I

13. Then select Finish.

14. You should now have all of your performance measures in Excel. You can filter, organize, sort,
pivot table, chart, etc. This data can also be imported into another system or Access.
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APPENDIX 1 - BUSINESS NOTES

Detail

Programs available for performance measures are defined by programs in AFRS

You need to either add a performance measure to match the filter selected or change the filter to
continue with the Performance Measure Detail screen when the no existing records match the
filter selected.

While you can navigate between tabs for the same measure without saving, you are required to
save before moving to another measure.

A performance measure is not deleted until you save changes.

Status

Filter

A new measure has a status of “Edit”. This is because the measure has not yet been submitted to
OFM. More on performance measure status in Lesson 3 — Performance Measure Filter.

PMT assumes a hierarchy of how to display measures so you see only one copy when multiple
statuses have been selected in the filter. The filter allows you to establish the status you to set
the statuses to view by selecting one status at a time.

Approved measures will become Edit measures once you enter the tracking estimates. Tracking
is not required for OFM Inactive or Unapproved measures.

All performance measures that had a status of Edit now have a status of Pending once released
to OFM. Approved measures retain their status since there were no changes submitted to OFM.
Any change made to any performance measure will result in a status change to Edit.

The default filter for PMT is for measure in Approved or Edit status and should meet the need
for entering tracking amounts.

PMT assumes a hierarchy of how to display measures so you see only one copy when multiple
statuses have been selected in the filter. The filter allows you to establish the status you to set
the statuses to view by selecting one status at a time.

Programs available for performance measures are defined by programs in AFRS.

You need to either add a performance measure to match the filter selected or change the filter to
continue with the Performance Measure Detail screen when the no existing records match the
filter selected.

You may choose to limit the filter to one program if you have a large number of measures
segregated by program. But for most agencies selecting all programs will allow you to get all
estimates in at one time.

Releasing performance measures takes place in the BASS Data Release system. Special security
is required for permission to release performance measure data. Users without this special
permission will not have access.

New performance measures will be submitted to OFM has a new proposal when performance
measure tracking data is released. This will be covered in Lesson 5 — Data Release to OFM.
All performance measures that had a status of Edit now have a status of Pending once released
to OFM. Approved measures retain their status since there were no changes submitted to OFM.
You can recall a measure to adjust the amounts entered by following the steps in Lesson 6 —
Recall a Released Measure.
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Tracking

Approved measures will become Edit measures once you enter the tracking estimates. Tracking
is not required for OFM Inactive or Unapproved measures.

Date Measured and Comments are intended for optional use when entering actual performance
measures. This will be covered in Lesson 8 — Enter and Submit Quarterly Actuals.

The date of the last quarter measured will appear on reports when a date is entered.

The comments of the last quarter measured will appear on reports when a comment is entered.

Reports

It is not required that you go to PMT to get performance measure reports. You can go straight to
Enterprise Reporting with your browser and log in as you normally would for Fastrack reports.
The date of the last quarter measured will appear on reports when a date is entered.

The comments of the last quarter measured will appear on reports when a comment is entered.

Clicking the Add button next to any field on the report selection screen will add all selections
made in this screen to the report parameters.

Export

There are three columns you would actually want to have as General. You may find it easier to
import it all as text then change the Budget, Estimate, and Actual columns to numeric values if
needed later.
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TUTORIAL EVALUATION
PMT Quarterly Tracking

This tutorial was helpful in getting me through the
business process

This tutorial was helpful in getting me through the system
technical processes

Additional training was not necessary given the structure
and content of this tutorial

The steps of the tutorial successfully anticipated the
special needs of my agency

The tutorial was clear, concise, and easy to
understand

| did not need to request additional assistance to
complete the business process

It was easy to find answers to my specific question
in this tutorial

The best feature of this tutorial is:

Strongly Strongly
Disagree Agree

1 2 5

1 2 5

1 2 5

1 2 5

1 2 5

1 2 5

1 2 5

The worst feature of this tutorial is:

| found errors (grammar, punctuation, spelling, conceptual, technical) on the following pages:

Other comments:

Thank you for taking the time to complete this survey. This information will be used in revising this
tutorial as well as developing future BASS tutorials. Please remit to:

Office of Financial Management

Attn: Vicki Rummig
Mailstop: 43113
Olympia, WA 98504
Or fax 360 586-3964
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